OPEN HOUSE CHECKLIST

ASSISTANT ATTENDED

1.
(
Arrive between 12:30 and 12:45, with signs in place.

2. 
(
Greet owners, if at home.  Check house for open windows, if necessary.  Be sure to minimize traffic sounds.

3. 
(
Turn on ALL lights.

4. 
(
Turn on music -- soft or classic rock.

5. 
(
 Set out sign-in sheets and refresh brochures.  Have dream home search input and the 24 hour free phone evaluation input sheets available.

6. 
(
 Read over the key questions five times.

 Do you own property in the neighborhood?

 If so, which one?

 If you would move, where would you go?

 Have you seen any homes you like?  Where?

 How soon do you want to be there?

 Do you have an agent?

 Could I have your contact information?

 Make the appointment.

REMEMBER -- if you get answers to all these questions, you have a prospect.  People moving out of the area can be referred to an agent for a referral fee.

7. 
(
Unlock doors leading to rear yard, garage, and patio.

8. 
(
Greet people and have them fill out the welcome form.

9. 
(
ASK QUESTIONS -- when you control the conversation, you control the outcome; ask questions like “Do you know of anyone buying or selling?”

10. 
(
ASK MORE QUESTIONS 

11. 
(
Can you get them committed to an appointment with Walter?  Use the lead sheet.
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12. 
(
Star list buyers/sellers that Walter should definitely follow-up with -- NOW!

13. 
(
At 4 pm, turn off lights and music.

14. 
(
Write a thank you note with feedback to the Seller.  Leave on the kitchen table.

15. 
(
Lock all doors, windows, and place items back the way you found them.

16. 
(
Re-instate security system.

17. 
(
Remove the signs.

18.  
(
Referral leads: “I know someone who is thinking of buying or selling a home.”

19. 
(
Follow up on all LLA and BA leads immediately:
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20.  
(
Report results to Walter

_______________________________________        __________________________________

         Signature of Open House Attendee

                                      Date

